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1. Open a new spreadsheet and click
on
the Share tab.

r ]!I - +] Click on the Share tab

New menu

Under the ’ﬂ DDDDDDDD
-, Spreadsheet |
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2. Invite people to fill out a form.

Invite people to fill out a form

Invite people: x

" as collaborators ¢ as viewers  * to fill out a form™EW

How it works:

Create a form and invite people to fill
it out...

ﬁ ...their answers will be automatically

“ added to this spreadsheet.

Start editing your form...

Click to start editing your form...

3. Enter your questions.

Edit form Preview and send

Favorite Foods «f= Give your form a title

Please let us know about your favorite foods.

Give your form a subtitle (optional)

Question Title iWhaI is your favorite fruit? Enter the first q uestion

Help Ti Choose only one m—
it l- \ Include additional text

his will show up under your quastio 2
(optional)

Question Type Text -

Text

S e e MiMinie chcls am -Choose the-question-type ¢

Done I Dis¢ Checkboxes

Choose from a list

+ Add a gquestion

Save Mext, choose recipients » I




4. Enter the answer choices.

/ Question Title IWhat is your favorite fruit?
Help Text [Choose only one

Use these e

arrows to Question Type Multiple choice -

change the order of

the questions. " Apple Enter the
¢ |Banana S possible
r IKiwil dnNsSwWers
" |Pear|

Done fimsemremi——r» C|ick when you are done

+hddagueston | ik to add another question

Save Mext, choose recipients » qsave and send su rvey

5. Send email or post the form Online.

Invite people to fill out this form Preview 3 Go to live form
Responses are compiled in a Google Spreadsheet for you to
automatically. from: Elizabeth Davis <lizbdavis@gmail.com=>

subject: Favorite Foods

i Enter email addresses

‘ . to invite Deople to Please let us know about your favorite foods.

fill out the form. i 3 .
If you cannot view this form properly, you can fill it out here:
| hitp:ispreadsheets.google comiviewform ?key=pM ZESBS

Choose from contacls
What is your favorite fruit? \
Invite PEOD|E Choose only one

" Apple

¢ Banana You can ‘also copy and
| Prefersnces  Kiwi paste this Web address
| [ Include form in invitation email =P and send it to people.

| ™ Letpeople see existing responses

[~ custom confirmation message:
What is your favorite ice cream flavor?
Please choosea only one.

rin my spreadsheet. Chocolate |

What is your absolute favorite food?

hanks!

our response will now ap

What people see after they've submitted you'
Choose your preferences for the
email Submit |

powered by Google Docs




6. View the results.

| Forms example Autosaved on May 11, 2008 8:09:57 PM EDT

| File~| Edit Sort Formulas Revisions Set Notification RulesNEW & Print

) oca ¥ @ Formatv| B 7 U ase F-1I" Ty B O T | Align~ | | Insert~ | | Deletev | [ yyrap Text

This spreadsheet is receiving entries via a form. @ Go to live form  Edit or resend form

A B C D E
What is your What is your
What is your  favorite ice cream = absolute favorite
Timestamp | favorite fruit? flavar? food?
| 5/11/2008 20:09:19 Apple Chocolate Lobster
i 5(11/2008 20:09:35 | Kiwi Vanilla Pancakes
5(11/2008 20:09:57 | Kiwi Chocolate Turkey

As people fill out the form, the results will appear
in your spreadsheet.
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